
APPLICATION FOR RECORDS DISPOSITION STANDARD 
1 

m a n  
,i 

;TRUCTIONS: 
Dept  , Division. Subdivision & Administering Oflice Add!ess 

Prepare in duplicate and forward to the Records Management Analyst, Management Systems D.ivision 
' FOR RECORDS MANAGEMENT DIVISION USE 

Department of  T r a n s i t  Operht ions (Date Received Abl icat ion No. Date Completed 

Transpor t a t ion  Engineer ing and Evalua t ion  - 
4 0 1  West Peachtree,  N.W. 23rd Floor 
At l an ta ,  Georgia 30308 

,977 7'7- 2 q  7 AUG 1 5 1977 
1. Application 2. Dapt. Application No. 

_ _ _ ~  6. Telephone Number 
4. Person to Contact 

____ ._ 
Harold B o l t  

~ -. - -. .. ____-. 
7. Action Reciuested 

a~ bil Establish Retention Schedule; record wil l continue to accumulate. 

b. Dispose of present accumulation; n o k r t h e r  accumulation anticipated. 
c. 0 Amend Application No. - Check One: 0 Change; 0 Supercede; 0 Void 

8. Dates of  Series 

Earliest Latest 

Series Title/fo/lowed by title used in office; if different) 

Development F i l e  (Routes  Fi les)  

0. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

This  Div i s ion  r e sea rches ,  schedules  and coord ina te s  wi th  t h e  Trans- 
p o r t a t i o n  Div i s ion  f o r  a l l  bus and r a i l  services, bo th  scheduled and Special  
Services such as Char t e r ,  S ight -see ing ,  Con t rac t ,  E&H, T r ippe r ,  etc. This  
Div is ion  monitors  t h e  u t i l i z a t i o n  of t h e  services, r e schedu les  f o r  appropr i i  
usage levels,  and r e p o r t s  a l l  r e s u l t i n g  o p e r a t i o n a l  s ta t i s t ics .  This  Divis i  
has  major r e s p o n s i b i l i t y  for a c t u a l i z a t i o n  of t h e  Short-Range T r a n s i t  Improk 
ment Program, both  c a p i t a l  and service elements. Also, TE&E r e p r e s e n t s  DTO 
on most s u b j e c t  areas t h a t  r e q u i r e  i n p u t  from va r ious  r e s p o n s i b i l i t y  areas, 
( f o r  example, TMIS, Fare C o l l e c t i o n ,  R a i l  S t a r t -up ,  e t c . )  and performs a l l  I 
sea rch  d e a l i n g  wi th  o p e r a t i o n a l  s u b j e c t s .  

. .- .- --I- -. -.I--_ ~ 

1 .  Record Series Description This file contains the following doquments (include form numbers and rirles, if any): 
Attach samples of  the file. ' 

Documents relating to R o u t i n g  , t iming ,  s e r v i c e ,  areas served, r e q u e s t s  sa t i s f ied ,  
c i t y  or county government permiss ions  t o  o p e r a t e  on streets,  complaints ,  anc 
or  service changes f o r  each route  of t h e  system. 

a u t h o r i t i e s ;  i n t e r - o f f i c e  memos,.notes on deveJopment r a t i o n a k  any and a l l  
r e l e v a n t  material t o  t h e  rou te  as a c t u a l l y  opera ted .  

Letters t o  and from riders,  local l e g i s l a t o r s ,  local municipal  Included are 

File i s  arranged: By route-numbering system. 

- . -~ . .. . _  . ~.~ .~ ~ 

2. Monthly Reference Rate How often are records referred to which are: 

One 7 0  six months old A_.-. ; Seven l o  twelve months old A_. 
twenty-five months and older 1 ? 

Letter-size drawers 1 / 2  . Legal-size drawers 

; Thirteen to twenty-four months old 10 

--~_..__..I - .- 
3. Annual Rate of Accumulation of Records 

;Shelves . . ; Other (specify) - ~ ~ - _ I _ _ _  .. ~- 

3012 13/76) 



~.,!.,:; , ,< , .. 1 ,  

. .  uiring security handling?~!fyet. ci1.e law or, reguldtioh. /I ~, ~ . . .  
X ~. I 

L l 4 ! l N ~ 1 1 ,  1 . 0 l 1 1 ~ 1  llll!*;l! Illll:IIIII4!IIII IN! 

__ -~ __-- 
__ - ~-~ __ 

.thL &formation contained in this series everTqalyzedand/or recorded in a summarized report? 

.~ _I____ 

If yes. attach copy. 
~ 

h. I s  there a'duplication of this series in your office. or in another office or agency? 

, I _  : 

- ~ _ _  i. I s  this series l o r a  maiorp- of  id regularly microfi 

~- __ -1-.+ 
j. Does the re-eries result , .  . ~. . ,,. ,'., ,1 .:. .. 

_ _ ~ _ _ _  ~ ~. ... 
~~ , , ,  / ! I #  . 

. .. , , I , .  

a. State Law __- years. d. Audit period -~~__ years. 

years. e. Administrative Aced __ years. 10 b. Sta_ute of limitation 
~. __ years. x?.iyeais. . ( t i  .,-i;.(! ! * . I :  : .f. Federal ietention,ins!ruSrjon!,. , .  \ . .  c. Federal law 

~~~ ~ ~~~ 

' . ; . $ I s , >  
~.. 

Attach copy or excert of laws or regulations. Explain administ!alive need. 

. . .  
~ 

. .  -__ 
16. Approved Disposition Instructions 

. .  
then. 

3 Hold in the current files area 

0 Transfer to local holding area; hold yeark); then 

~2 Transfer to W Records Center; hold vearisl; theq 
; . . _  i , ,  . '  , ~; , ,  , , ,  ! . i  :,:>,, .?\y!,.,<,,!, ,ibI;!. 

. ,  

J Destroy. 

0 Transfer to State Archives for permanent retention. 

O;her/Soy;fvJ Upon Change of schedule, place' i n  i n a c t i v e  f i le;' c u t  o f f  i n a c t i v e  f 1 l e  a t  
end o f  each calendar year; ho ld  i n  cu r ren t  f i l e s  area I year; then transfer 
t o  Records Center; ho ld 9 years; then destroy. 

, 

These instructions apply to al l  prior and future dccumulations of the series. 

. . 


